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Adding Content (Employees and Managers)
Who Should Use This Section

Some agencies grant their managers and or employees the flexibility to define the content of the
evaluation for their direct reports. If this is the case for your agency, tasks can be added to the
evaluation process for either the Manager or the Employee to add goals, competencies, and or
narratives to the evaluation. In addition, Managers can assign goals in bulk to their direct reports
should a group of employees have the same goals.

Navigating to My Tasks
My Tasks is located on your Dashboard. Upon logging into Perform, you land on the Dashboard.

To navigate to the dashboard from any other page in Perform, select NEOGOV in the top left
corner, or Dashboard in the navigation bar. Under Other, you can see the task to Add Content.
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Figure 37: My Tasks — Add Content

Select the Task’s name to be re-directed to your Direct Report’s Content Sections of the rating
form. Depending on the settings of the Add / Edit Content Task, you may be required to add goals,
competencies, narratives, or any combination of each.
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Figure 38: Adding Goals

1. Select Add Goals (or Add Competencies or Add Narratives depending on the content to
be added). You may also be able to edit the weight distribution of the goals by clicking
Weight.

a. You can add goals:
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i. From Goal Library: Select an existing goal from the Goal List
i. From Position: Auto-populate goals from Positions
ii. From Class Specification: Auto-populate from Class Specs
iv. From Development Plan: Auto-populate from an existing, current
Development Plan
v. From Last Scheduled Evaluation: Auto-populate goals entered in a Future
Goals section on the last scheduled evaluation completed
vi. New Goal: Create a brand-new goal
b. You can add competencies:
i. From Competency Library: Select an existing goal from the Competency
List
i. From Position: Auto-populate competencies from Positions
ii. From Class Specification: Auto-populate from Class Specs
iv. From Development Plan: Auto-populate from an existing, current
Development Plan
v. New Goal: Create a brand-new competency
c. You can add narratives:
i. From Narrative Library: Select an existing narrative from the Narrative List
i. New Goal: Create a brand-new narrative
2. Ifthere are existing items on the evaluation, per HR configuration, you can edit the goal(s),
competency(s), or narrative(s). ltems added from Libraries cannot be edited but can be
removed from the section.
a. Select the pencil icon for a flyout of the item detail page
b. Once you have made all edits, select save
3. Once you have added all content items and/or updated existing items, select Submit
Content

If you choose to add a New Goal, a flyout appears to enter the Goal Details.
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Figure 39: Adding a New Goal

Enter the Goal Name

Select a Due Date (optional)

Select a Category the goal falls under
Enter a Description (optional)

Once completed, select Save or Cancel
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